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Welcome to Wave 1 Training

Agenda

How to login to insights®

General Navigation

Searching

Data Entry

Reporting
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Logging In

Users will receive two emails from CIS@arifleet.com

First email is a welcome email and contains the link to the 
site

Second email will provide logon information

UserID / Temporary Password

Users will be forced to change password during their first 
login

ID will remain the same
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Logging In
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Logging In
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Logging In
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General System Navigation

“Dashboard”
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General System Navigation

Menu Options
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General System Navigation

Begin by 

selecting a 

menu option
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General System Navigation

This will bring up 
a search page
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General System Navigation

This entire page does NOT 

need to be filled in. Fill in only 

the criteria that you would like 

to use to narrow your results.
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General System Navigation

Completing a 

search will bring 

up a listing page 

of results
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Searching

Searching for details on a specific vehicle
Quick Vehicle Search
General Vehicle

Searching for information on a group of 
vehicles

General Vehicle

Searching for maintenance information
PO Search

Searching for fuel information
Fuel – US

Searching for odometer information
Odometer History
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Searching – Quick Vehicle Search
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Results – Quick Vehicle Search
If the search criteria 

entered matches only 

one vehicle, the details 

for that vehicle will be 

displayed.

If the search criteria entered 

matches multiple vehicles, a 

listing of these vehicles will be 

displayed. Clicking on the 

„Details‟ link for a specific 

vehicle will display that 

vehicle‟s details page.



Georgia Department of Administrative Services

16

Searching - Inventory

First, select 

or enter the 

criteria that 

you would 

like to use to 

limit the 

results.

Then click the Search button in the upper right corner.
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Results - Inventory
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Searching - Maintenance

Limit the 

vehicles 

being 

searched by 

selecting 

vehicle 

specific 

criteria.
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Searching - Maintenance

Limit the 

purchase 

orders being 

searched by 

selecting PO 

specific 

criteria.
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Results - Maintenance
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Searching - Fuel

Limit the 

vehicles 

being 

searched 

by 

selecting 

vehicle 

specific 

criteria.
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Searching - Fuel

Limit the fuel 

transactions 

being 

searched by 

selecting fuel 

specific 

criteria.
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Results - Fuel



Georgia Department of Administrative Services

24

Searching – Odometer History

Limit the 

vehicles 

being 

searched by 

selecting 

vehicle 

specific 

criteria.



Georgia Department of Administrative Services

25

Searching – Odometer History

Limit the 

odometer 

readings 

being 

searched by 

selecting 

odometer 

specific 

criteria.
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Results – Odometer History
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Saved Searches

A completed search can 

be saved in order to 

quickly search by the 

same criteria at a later 

time.
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Saved Searches

To create a saved 

search, click on 

„Options‟ in the upper 

left corner of the listing 

page. Then choose 

„Save Search‟.
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Saved Searches

This will bring up a 

prompt where you can 

name your Saved 

Search.

Enter a name in the prompt and 

click the „Save Search‟ button.
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Saved Searches

Click on the „Saved 

Searches‟ menu to view a 

list of the saved searches 

you have created.
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Time for Hands On Training! 
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Time for Hands On Training!
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Data Entry

Maintenance

PO History Entry

Fuel

General Vehicle - Fuel Entry Tab

Odometer Readings

Driver Changes
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Data Entry - Maintenance
Search for 

a vehicle by 

entering a 

vehicle 

number, 

State ID, 

VIN, Make, 

or Model 

After 

clicking the 

„Submit‟ 

button, a 

listing of 

vehicles that 

match your 

criteria will 

be 

displayed.
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Data Entry - Maintenance

Enter PO Summary 

information such as 

odometer and invoice date 

at the top of the page.
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Data Entry - Maintenance

Begin to enter PO line items by choosing an 

ATA code from the drop down. ATA codes are 

listed alphabetically by description.



Georgia Department of Administrative Services

37

Data Entry - Maintenance

After choosing the ATA code, 

Under the „Repair‟ drop down, 

choose L for Labor, P for 

Parts, PM for Preventative 

Maintenance, or O for Other.
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Data Entry - Maintenance

Next, fill in the 

quantity and cost.

Then click the Add 

Item to PO button.
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Data Entry - Maintenance

The line item will be 

added under the 

Active PO Details 

section. The 

extended line item 

cost and PO total will 

be calculated.
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Data Entry - Maintenance

Once all the PO information has 

been entered, click the „Submit‟ 

button.
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Data Entry - Fuel
The date, time, 

units (gallons), 

unit cost (cost per 

gallon), and 

amount are all 

required in order 

to enter a fuel 

transaction. 

Fill in this 

information along 

with any of the 

optional fields you 

would like and 

click the submit 

button.
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Data Entry – Odometer Readings

Enter the 

odometer reading 

and the odometer 

date then click 

the „Update‟ 

button at either 

the top or bottom 

of the page.
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Reporting
Export to Excel

Allows you to instantly extract the information you are 
viewing into an Excel format

Found throughout the site – look for the green Excel icon

Excel Export Templates

Allows you to build your own reports

General Vehicle

Fuel - US

FleetStats Reports

Standard and custom preformatted Reports

Dashboard 
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Reporting – Excel Export Templates
Complete a search for the vehicles that 

you would like to include in your 

report. At the listing page, click the 

green Excel icon with the red T on it. 
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Reporting – Excel Export Templates

The list on the left contains all of the 

available columns of information to 

include on your report. 
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Reporting – Excel Export Templates

The center list shows all of the 

columns of data you have 

already selected to include on 

your report.
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Reporting – Excel Export Templates

The list on the right shows how 

you would like to sort the data 

within your report.
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Reporting – Excel Export Templates

Highlight the columns of data you would like to include on your 

report and use the right arrow button to move them into the 

„Selected Columns‟ list.



Georgia Department of Administrative Services

49

Reporting – Excel Export Templates

Highlight the columns that you would like to use to sort 

your report and use the ASC button (for ascending) or the 

DSC button (for descending) to move them over into the 

„Sort By‟ list.
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Reporting – Excel Export Templates

If the report you are creating is a report you need to run multiple times 

(daily, weekly, monthly, etc.) you have the option to save the report so 

that you do not have to build it each time you would like to run it.

To save the report, enter a 

name in the „Template Name‟ 

box and click the „Save‟ 

button.

Saved templates will be 

listed in the drop down. To 

load a template, choose the 

name from the drop down 

and click the „Load‟ button.
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Reporting – Excel Export Templates

When you are ready to run 

your report, click the 

„Export‟ button in the upper 

right corner.
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Reporting – Excel Export Templates
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Reporting – FleetStats Reports

The FleetStats Reports menu option allows you to view a list of 

reports your ID has access to. This list may contain standard reports 

that are posted to all ARI insights® users on a monthly basis (as 

shown above) and any custom reports created for SOG and posted to 

your ID.

Open a report by clicking on it‟s name.
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Quick Look at the Dashboard

“Dashboard”
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Dashboard KPIs
“KPIs” – Key 

Performance Indicators 

– Summarize data for 

the group of vehicles 

you have access to and 

often look at a large 

time frame of 

information (i.e. last 3 

years of fuel)
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KPI Functionality

Clicking on a portion 

of a KPI will provide 

additional details. 

Continuing to drill 

down will result in a 

detailed listing page.
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Dashboard Alerts

“Alerts” – look at a smaller 

time frame then KPIs (i.e. past 

7 days) and are often 

actionable items
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Alert Functionality

Clicking on an alert will result in a detailed 

listing page. 
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Helpdesk Information

For technical assistance, call or email

Telephone: 877-819-3735
Email: CISHelpdesk@arifleet.com

For State of Georgia fleet policy ,

call or email, Telephone: 866-559-9124

Email: fms@doas.ga.gov

https://ariinsights.arifleet.com/AriAccessWeb/WebForms/UserFeedBack.aspx
mailto:CISHelpdesk@arifleet.com
https://ariinsights.arifleet.com/AriAccessWeb/WebForms/UserFeedBack.aspx
https://ariinsights.arifleet.com/AriAccessWeb/WebForms/UserFeedBack.aspx
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Let’s Review

The first screen that displays when you logon to ARI 
insights® is called…

… the Dashboard

Which menu option is used to add an odometer 
reading entry?

Driver Changes

Which 6 fields are required when entering a fuel 
transaction?

Date, Time, Odometer, Units, Unit Cost, and Amount.
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Let’s Review

Using the General Vehicle menu option, what would I 
enter in the Vehicle search box to find a vehicle whose 
State ID# ends in “27”?

*27

Which menu option is used to add a maintenance 
transaction?

PO History Entry

Using the PO History Entry menu option, what would I 
enter in the Vehicle Number search box to find a 
vehicle whose State ID# ends in “27”?

%27
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Questions?
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Assessment

http://www.zoomerang.com/Survey/WEB22B8TVRQUEN


